From: Nathan Jones-Meyer

To: Daribel Texidor

Subject: FW: APA Transportation Planning Grant

Date: Monday, January 11, 2016 10:58:33 AM

Attachments: Copy of Division Only_DISBURSEMENT_Form_NEWEST.xlIs

From: Catherine Duffy [mailto:catherinemarie.duffy@gmail.com]
Sent: Thursday, January 07, 2016 8:44 PM

To: Nathan Jones-Meyer

Cc: lawrence.lennon@hdrinc.com; Shelby Powell

Subject: APA Transportation Planning Grant

Congratulations!

I’m happy to announce that you are one of the winners of the APA Transportation Planning
Division’s Small Grant Award.

We’re excited to support your project with the amount of $500.

Please complete the payee section of the attached form and send it to Lawrence Lennon (cc’d)
as well as a brief memorandum describing how you intend to spend this grant.

Please let me know if you have any questions and once again, congratulations from the TPD
Team.

Catherine Duffy
Chair, APA Transportation Planning Division


mailto:dtexidor@wilco.org

Disbursement Form

		American Planning Association

		DISBURSEMENT FORM for APA DIVISIONS

		Cut-off submission is each Wednesday at 3:00PM; All disbursements are distributed each Tuesday afternoon.

		Method of Disbursement:												Paper Check								Internal Transfer												Other__________

																														Needed:						Regular

		Payee:																																				Rush (Thursdays)

		1099 Payee SSN:																																		Rush Authorization:

																														Division Name:

		Attention:

		Address Line 1:																												Division Cash Account Code (1007?? - 00000):

		Address Line 2:

		City, State, Zip:																												Check Distribution:

		Phone Number:																														Mail Check; No attachments

								Check box if above address has changed.																								Mail Check with Provided Attachments

		Check Stub Info:																														(must be stapled at top center)

		Amount:						$   - 0																								Return check to:

		Purpose:										Invoice:

												Expense Reimbursement:

												(Please attach and number receipts to support your reimbursement)

												Other (Be Specific):

		GENERAL LEDGER NUMBER										SUB-ACCOUNT NUMBER										AMOUNT						AUTHORIZATION SIGNATURE												DATE

		6 NUMERIC										2 ALPHA; 4 NUMERIC

																				Total		$   - 0

		FOR ACCOUNTING USE ONLY

		INVOICE #:																								Date Received By Accounting

		INVOICE DATE:

		SOLOMON VENDOR#:

		DOCUMENT REFERENCE#:

		PROCESS DATE:

		A/P CLERK:



&L&8&Z&F&R&8Revised:  07/25/12

This is an auto fill cell from the amount total field below.



Instructions

		FORM INSTRUCTIONS

		To expedite the process of your disbursement, complete the form using your computer.  We ask that all manually

		completed forms be in legible print handwriting and the use of blue or black is preferred.  Please print on yellow paper.

		1.		Please fill out all required information:

				a.		Payee Name, Payee SSN, Address, City, State, Zip Code, and Phone Number.

				b.		A SSN should be provided if the check is for professional services provided by an individual.

		2.		Please identify when your disbursement is NEEDED.  Chose from the two available options:

				a.		Tuesday; Weekly Distribution & Mailing of Checks.

				b.		Rush; Checks processed on Thursdays that have been approved by the Finance Director

						Please note that all Rush!! checks are to be submitted to Accounting 24 hours in advance.

		3.		Please identify the CHECK DISTRIBUTION method. Choose from the three available options:

				a.		Mail Check; No attachments

				b.		Mail Check with provided attachments (Must be stapled at top center)

				c.		Return Check to: Fill in name

		4.		Please identify the PURPOSE of your disbursement.  Be sure to provide the Division Name.

		5.		For every Amount listed, please provide a General Ledger Number, Sub-Account Number, and Authorized

				Signature.

						Please note that the Payee Name and Authorized Signature cannot be the same.

		6.		Once the DISBURSEMENT FORM is completed and approved, please submit the form to Jennie Gordon, Senior Leadership Coordinator, at jgordon@planning.org.
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